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Central filing department installed in the offices of the L. E. Waterman Company, New York, by the 
L. B. Indexing Division. Equipped with steel vertical units and L. B. Automatic Index 


Central filing department, Brown Fence and Wire Company 
by the L. B. Automatic Index. Standard L. B. wood vertical units are used 
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Cleveland, Ohio. Correspondence arranged 


WW “AV ERTICAL filing, that is filing pa- 
\ , 7 bers on edge, is a further develop- 


7 ment and the perpetuation of the 

<< card-indexing principle. Library 
. _ Bureau installed the first commer- 
cial vertical filing systems in 1892. 


Only in the last 30 years, then, have business 
men become thoroughly alive to the impor- 
tance and value of efficient files. This evolu- 
tion of files from mere depositories of dead 
records to active producers of profits began 
soon after Library Bureau appeared before the 
business world with the epoch-making adap- 
tation of vertical filing to commercial needs. 


Every file, irrespective of the system used, 
must perform two functions — 


1. Properly store and preserve Papers or 
records. 


2. Produce papers or records instantly when 
desired. 


The degree to which a file performs these 
two functions with economy, both of space and 
time, determines its value. 


The underlying principle and essential of 
every Library Bureau vertical filing system is 
to bring together in folders in one place all 
papers from, to, or about one correspondent 
or subject. : 


The first physical requisite in a vertical fil- 
ing system is arrangement and captions of the 
guides. Guides are the signposts which 
divide the mass of material so that a desired 
section may be quickly located. The guiding 
does not stop with the guides alone, but is 
carried to the actual folder in which the cor- 
respondence is placed, each folder having a 
visible tab projection which further assists in 
the guiding. 


Two classes of folders are used in every 
Library Bureau correspondence filing system: 
active folders, those containing the papers 
from active correspondents or concerning sub- 


jects on which there is a considerable amount 
of matter; and miscellaneous folders, those 
which contain the papers from inactive cor- 
respondents or about an inactive subject. 


Let us crystallize the method of filing and 
finding that is applicable in practically all 
vertical filing systems. Suppose we want to 
locate a paper. We look first for the drawer 
label, which is, so to speak, the first guide. 
Once the proper drawer is determined we 
turn to the guzdes. There, in the proper divi- 
sion of the standard guides the active folder is 
looked for. If none has been assigned, the mis- 
cellaneous folder, which contains the matter 
from inactive correspondents, is consulted. 


A new system—per se—as many business 
men know from bitter experience—does not 
guarantee file department efficiency. For that 
very reason Library Bureau, since its entry into 
the business world, has never been merely a 
system-selling organization. 


If you turn to Library Bureau with your 
filing problems you will find: 


1. That instead of prescribing cut-and-dried 
systems, Library Bureau studies your individual 
problems and supplies practical solutions. 


2. That L. B. Cabinets and Supplies are de- 


signed and built to function—and do function — 
as complementing parts of the systems. 


3. That a trained L. B. service organization is 
continually at your command—its sole function 
being to see that you get from L. B. systems and 
supplies the service you have a right to expect. 


This book broadly presents the fundamental 
principles underlying L. B. Systems and the 


wide range of application of those systems 
when intelligently modified to fit individual 
needs. 


The following pages will amply reward a 
careful reading. It will deepen your under- 
standing of the potential profit-making possi- 
bilities of efficient files. You will find it an 
authoritative work essential to your business 
—and, therefore, of permanent value. 
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6 ae i i t. Installation made by 
filing department, Merchants National Bank, Baltimore, Mad. i B. Equipmen 
nee ce? ; Department of Indexing and Filing Service 


Centralized files of the Peaslee-Gaulbert Company, Louisville, Kentucky. 
Library Bureau indexing service staff 


Installation made by 
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Analysis and Indexing Service 


Analysis 


Throughout this catalog only the fundamental principles of filing 
systems in general have been covered. Each method is outlined 
sufficiently clearly to enable any one to adapt a system he may select. 
Are you certain, however, that the method chosen is the one to be 


most advantageously employed for the particular file under con- 
sideration? 


Library Bureau is organized to analyze your problem not only from 
the angle of the particular method for a particular file but will consider 
your filing problems in their entirety. You may be sure that such 
recommendations are submitted after a study of the method of refer- 
ence to your files has been carefully considered as well as the depend- 
ency of one file upon another or of one department upon another. 


Recommendations are submitted which will bring to your attention 
many points in filing, existing in your organization of which you are not 
cognizant. Members of Library Bureau’s analysis staff are equipped to 
do this and work with a broad background of practical filing experience. 


Indexing 


If you wish to be aided in the installation of a new system or the re- 
organization of a filing department, Library Bureau’s Department 
of Indexing and Filing will take over this work, entirely relieving 
you of the responsibilities and preventing the usual inconveniences 
and disturbances incident to changes in systems or the establishing of 
a new department. 


Since the foundation laid at the time of establishing a new system or 
the reorganization of a new department is that upon which the system 
or department either progresses or declines, it is important that your 
system or department be properly established. 


Special service 


An indexer will make all necessary changes, instruct the clerk who is 
to carry on the work in all the necessary details of all procedures. 


Classes of filing matter 


Name and subject 


It is a fact that all filing matter is divided into two classes: name 
and subject. It is also a fact that there are only four methods of filing 
for handling either or both of these classes. 


The four methods of filing 


Direct alphabetic system 
in which the material is filed by name or subject in strict alphabetic 
arrangement. A simple, direct system applicable to small files or 
to those of any size where it is essential to keep one surname or 


subject together. 


Numeric system 

in which the material is filed by consecutive numbers arbitrarily 
assigned to names or subjects. An indirect method necessitating 
the use of a card index or chart: to be recommended when extensive 
cross referencing is needed or a permanent record of names, opera- 
tions, etc., is desired. Decimal system (based on the Dewey Decimal 
Classification) is another form of the numeric system which is par- 
ticularly adapted to the subject files of large organizations. (See 
Subject filing, page 28.) 


L. B. Automatic Index 


A simplified alphabetic system with a numeric control and check 
against misfiling. A combination of the Alphabetic and Numeric 
methods. A direct system giving perfect distribution of matter 
between guides and combining the speed and simplicity of the 
Direct alphabetic method with the accuracy of the Numeric 


Geographic system 


A direct system for use in files where the location is more im- 
portant or is better known than the name of the correspondent 
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Correspondence or letter filing 


[Pee value of the vertical filing 

system for taking care of 
correspondence, in which Library 
Bureau was the pioneer, is now 
so generally recognized, that the 
discussion is not one of the 
underlying principles involved, 
but rather a problem of methods 
and detail of application. 

The problem which confronts 
the executive today is therefore 
only the choice of method which 
shall be best adapted to his par- 
ticular business. 


One fundamental idea, one 


All papers from, to, or about one correspondent or 
subject are brought together in one folder 


prime essential is found in every L. B. vertical filing system: 
To bring together in one place all papers from, to, or about 
one correspondent or subject, in one folder. 


This basic principle is applied to every correspondent or 
subject of any importance. In each system later described, 
provision is made for so filing unimportant matter that if any 
correspondence originally of little value later requires segre- 
gation, the change may be effected with a minimum of time 
and without disarranging the files. 


Any Library Bureau correspondence filing system keeps 

; Ih ‘| together the things that belong together, produces instantly 
af r H . i any letter or any entire collection of letters free from the 
~/ cy confusion of matter that is not wanted, and operates as 


r e r si : . 
Dwe pe Es sa smoothly in a system of five hundred drawers as in one. 


[9] 


VaR beaten LL NG 


ay. B. Automatic Index 


=r I=] ac r 
Se eee 
| Given and firm name 
| | guide. Always in sec- 
| | ond position. 
He 


f 


Individual folder for ac- 
tive correspondents. 

Always in fourth posi- 
tion. 


Miscellaneous folder for 
Inactive correspon- 
dents. Always in third 
position. 


Special classification 
guide. Always in fifth 


position. 


Alphabetic surname- 
guide. Always in first 
position. 
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L. B. Automatic Index filing 


|pee L.B. Automatic Index is a simplified 

alphabetic method with a numeric control. 
This combination makes it by far the most 
accurate and rapid system of correspondence 
filing. The principles on which it is based 
are not only logical but thoroughly scientific, 
giving as they doan even distribution of mate- 
rial, accuracy in filing, and rapidity of operation. 
These features, together with the direct refer- 
ence possible under this system, result in acces- 


sibility —the chief requirement of any file. 

The logical arrangement of guides and 
folders, the visible titles on the folders, the 
numeric keying of the guides and folders to 
prevent misfiling, the provision of additional 
guides to subdivide a large volume of matter 
relating to one name or subject, are features 
which aid greatly in making this a thoroughly 
effective system of filing. (See illustration on 
opposite page.) 


Description of method 


The L. B. Automatic Index has two groups 
of guides: the main alphabetic divisions or 
primary guides for indexing surnames, each 
of which is followed by one of the subordinate 
alphabetic groups or secondary guides for the 
given names, initials, or second firm name. 
Letters are filed alphabetically by surnames 
and in addition divided into groups by given 
or firm names. In filing a letter from the 
Aetna Insurance Co., the exact location is 
determined by first taking the main alphabetic 
or surname guide A for Aetna, then the firm 
name guide H-I for Insurance. A letter from 
John Adams would be filed first back of the 
primary guide A10 (Adams), then behind the 
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LIBRARY BUREAU, SOLE MAKERS 
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secondary guide J-K 16 (John). Folders in 
each section are arranged alphabetically by 
surname. 

This simple method of surname and given 
name guides makes a startling reduction in 
the number of main alphabetic divisions 
required to properly classify any given amount 
of matter. It will be seen that the L.B. Auto- 
matic Index utilizes but one-tenth of the 
number of alphabetic divisions required by 
other systems to accomplish equal results. 
The simplicity of the invention will be readily 
understood by a brief examination of the 
illustration on the opposite page. 

A section of a 40-division L. B. Automatic 
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Chart of a 40-division L. B. Automatic Index 


In this chart, printed on all guides and folders, the ciphers at 
right of main guide numbers are omitted 
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Central filing department of the American LaFrance Fire Engine Company, Elmira, N. Y. 
The Automatic Index is used here 


Indexisshown. Eachofthe primary guides is 
subdivided by the 9 secondary guides for 
given or firm names, making with the main 
guides a total of 400 filing divisions. 

The filing clerk has but to consider the 40 
primary division guides. The further sub- 
division by Secondary guides is instantaneous, 
as they are identical in each group and there- 
fore immediately memorized. 

This method also furnishes a group number 
to insure accuracy in filing and refiling folders 
and letters. 

The primary guides in addition to the letters 
are numbered by 10’s beginning at A. As an 
illustration, in a 40-division L. B. Automatic 


Index the main guides are numbered A 10, Am 
20, B 30, Be 40, etc., to XYZ 400. (Chart shown 
above.) The secondary guides are numbered 
in groups one to nine. 

The correspondence number for Aetna 
Insurance Company would be 15 (see page 10), 
10 being the surname number and 5 the firm 
name group number. All folders in this group 
have the same number, all the groups being 
in consecutive series from the beginning to 
end of the whole file. This feature insures 
a numeric check in filing. The alphabetic 
divisions are very simple and the numbers are 
easily determined from the index chart. 


The check on filing 


Primary guides occupy the first row of 
projections at the left of the drawer. Second- 
ary guides comprise the second row. 

Miscellaneous folder tabs constitute the 
third row; all three — primary, secondary, and 
miscellaneous folder tabs— have Automatic file 
number printed at the right of the lettering. 


Individual folders with wide tabs fill the 
fourth row. Here the file numbers are placed 
at the extreme Jeft of the projection followed 
by the name of the correspondent. The jux- 
taposition of these numbers practically elimi- 
nates the Possibility of error in filing. A 
folder out of its Proper place means that the 
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Special classification guide for very 
active correspondence, 


Miscellaneous 


folder for 


inactive 
correspondence, 


Individual folder for active corres ——— > 
pondence. ee 


Given and firm name guide, 


Alphabetic surname guide. —__ £ 


O% 
file clerk has not only filed to the wrong 
number, but in the wrong alphabetic section 
as well—a double check. By placing the 
number on the individual folder at the left, 
and the number of the division on the miscel- 


laneous tab folder at the right of the projection, 
the numbers are brought close together in 
the file. By this means a misfiled folder is 
instantly detected 


The use of the folders. 


An individual folder is used for each name or 
correspondent having a considerable amount 
of matter, as in ordinary alphabetic filing. 
Names may be written directly upon the tabs 
but preferably typewritten on gummed label 
strips provided for the purpose. 

The miscellaneous folders contain matter 
from inactive correspondents consisting of but 


two or three letters from each person. When 
necessary, individual folders are assigned for 
those whose correspondence, originally placed 
in the miscellaneous folder, has since become 
of sufficient volume to require segregation. 
Colored folders or colored gummed label strips 
may be used for classification of matter from 
any one correspondent. 


Special classification guides 


A space at the right of the file drawer is 
kept clear for special purposes. Guides may 
be inserted here for divisions by months, the 
names of salesmen or branch offices or for the 
names of concerns with whom there is a very 


large amount of correspondence. This brings 
out boldly the location of the most used folders. 
The projections of the “Out” or “Charge” 
guides also fall in this space. 


Gummed labels 


Gummed labels for the individual tab folders 
are supplied in strips, 10 labels to a strip. 


These can be inserted in the typewriter and 
torn off on the perforation. 
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L. B. Direct alphabetic index | 


{Adams Emest R 


Jas Individual folder for ac- 


tive correspondents al- 
ways in fourth position. 


Miscellaneous folder for 
matter from inactive 
correspondents, always 
in third position. 


position. 


Special classification 
guide always in fifth 


Alphabetic guides al- 
ways in first two posi- 


VERTICAL FILING 


Direct alphabetic index filing 


Tee Library Bureau Direct alphabetic 
method is the result of a study of many 
years to provide a simple, logical system for 
correspondence filing. For certain classes of 
correspondence it possesses many features 
which make it a satisfactory method. It is 
particularly adapted to files where the num- 
ber of correspondents is small, but the volume 
of material heavy, or where it is essential to 
bring together all correspondence with differ- 
ent persons of the same surname, or where 
there is a predominance of foreign names. 


A glance at the illustration on the opposite 
page will show the features designed to over- 
come the faults of the earlier alphabetic sys- 
tems. The placing of the alphabetic guide 
projections at the left of the drawer, thus leay- 
ing the other positions free for miscellaneous 
and individual folder tabs, additional guides, 
etc., the uniformity of position for each type 
of guide, or folder projection, the clearly visible 
titles, and the numeric safeguard all combine 
to make this a simple practical system. 


Equipment and its use 


The equipment consists first of pressboard 
guides for the alphabetic divisions. These are 
arranged with their projections in the first 
two rows at the left of the drawer. Next come 
the tabs of the miscellaneous folders. These 
folders are intended to hold both correspond- 
ence of a strictly miscellaneous nature and 
the letters of an active correspondent until an 
individual folder is desirable. There is a mis- 
cellaneous folder for each alphabetic guide, 
the lettering on the folder tab being identical 
with that on the guide. The printing, how- 
ever, isin red, thereby making the folder easily 
distinguishable from the guides. 


The wide tabs of the individual folders oc- 
cupy the next row. These folders are made 
up as the correspondence with one firm or 


individual accumulates in the miscellaneous 
folders, six letters being the average number 
justifying an individual folder. The name of 
the correspondent and the number of the 
alphabetic division are typewritten on the tab 
or on a gummed label, which is then pasted 
on the tab. 


The last row on the right is the position for 
the special name guide projections. The re- 
movable labels on these tabs are lettered with 
names of individual correspondents, subjects, 
titles, etc. These guides are inserted wherever 
the volume of material between two alphabeti- 
cal guides is great enough to require additional 
guiding or when a name or subject is suffici- 
ently active or important to be set off by a 
guide of its own. 
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New York City, filing department. Correspondence arranged with L. B. Direct 


Rogers Peet Company, d n ‘ 
4 alphabetic index filed in standard wood vertical units 


Central filing department, Union National Bank of Philadelphia. This department was furnished and equipped 
complete by Library Bureau. The systems used by this department are the result of the recommendations 
made by the L. B. Analysis Division. The installation was made by the L. B. Indexing Division 
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Directions for filing (Direct alphabetic index) 


1S filing by the alphabetic system, the proper 
alphabetic guide must first be found. 

If, for example, a letter from Bernard & Co. 
is to be filed, the first process is to refer to the 
alphabetic guide (probably Be), then to the 
individual folders alphabetically arranged by 
title, name, or subject. If no individual folder 
has been assigned, the corresponding miscel- 
laneous folder is next located and Bernard & 
Co’s letter filed alphabetically within. 


As quickly as a sufficient number of papers 
are accumulated around any one name, an 
individual folder should be made. This keeps 
the miscellaneous folder reduced to its mini- 
mum, making it convenient for filing and 
referring. 

No folder should be allowed to become too 
bulky for convenient handling. Where the 
correspondence is very heavy it may be divided 
by months, by subject, or by location. 


Importance of accurate indexing 


Guides are the great essential to the success- 
ful filing system. The alphabetic divisions 
printed on the guides must be simple and ac. 
curate to secure an even distribution of matter, 
and of a type to be easily read and quickly 
comprehended. L. B. divisions are the com- 
posite result of a study of names in every line 
of business covering every section of the 
United States. They are a scientific compar- 
ison of the alphaketic value of names based 
on the largest list of individuals and firms (over 
1,500,000) which has ever been used for compi- 


lation. Uniformity in the distribution of mat- 
ter is therefore as equitable as can be secured. 

It is well known that any distribution based 
on averages is affected by a preponderance of 
certain types of names in specific localities, 
For illustration: a concern whose business is 
largely in New York City will find in any arbi- 
trary index an inadequate number of guide 
headings for names beginning New York and 
Manhattan. One whose business is largely in 
Milwaukee will find insufficient divisions for 
the more common German names, 


The single title 


L. B. Alphabetic guides overcome this diffi- 
culty. The first title only of each alphabetic 
division is printed. This makes possible the 
extension of any section as occasion may re- 
quire, merely by the insertion of new guides, 
and enables the user to make his guide arrange- 
ment adapt itself exactly to the file, no matter 
to what extent affected by local conditions. 

For example, if one guide reads “‘McD,” the 
next ““McK” and the division is insufficient, 
a new guide ‘‘McF”’ may be inserted after 
““McD” and matter divided accordingly. 

This single title principle has its advantages 
in addition to the expansive feature. It per- 
mits the use of larger and clearer type, and 
headings are more quickly comprehended 
than divisions printed ““From”’ and “To,” 
which tend to confuse with no compensating 
advantage. 


Single headings direct the eye instantly to 
the guide behind which papers are to be filed 2 
and while filing, the heading on the succeeding 
guide points out without conscious effort the 
limit for that particular division. For example, 
a guide printed ‘“‘Bern’’ with the next guide 
printed ‘‘Berr’’ marks the filing limits be- 
tween, with far less mental effort than the 
same guides printed respectively 

“Bern “Berr 
Berq”’ Berz”’ 

L. B. Direct Alphabetic filing places all mat- 
ter exactly in the order of names in a city 
directory. There are no “Exceptions,” “For- 
ward and backward,” or confusing symbols to 
complicate filing. These advantages must 
appeal toany one who appreciates the value of 
simplicity. 


and 
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Numeric index 


Individual folders num- 
bered consecutively 


800 > 
he f ; 
or active correspon- 
ig dents . 
e 


(ERS mabe by 
20's in five positions 
with even hundreds al- 


ways in first position. 
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Numeric index filing 


Ae Numeric method is an indirect one 

necessitating a separate index for filing and 
reference. For this reason its use for name 
filing has been discontinued to a great extent, 
the direct systems having proved quite as 
effective while far simpler and more rapid in 
operation. There are, however, many files 
(legal, architects’, and engineers’ files, etc.) 
where a permanent record is desired, or a large 
amount of cross referencing is needed. When 
these conditions exist, the Numeric will usually 
prove the most suitable method. 

The necessity for consulting the index is an 
aid to accurate filing. The complete cross ref- 
erence makes it possible to locate correspond- 
ence under as many different titles or subjects 
as are represented in the material. The 
numbering of the letters before distribution 
(the proper method with a numeric system) is 


a time saver for the executives, as the material 
may be called for by number, making the ref- 
erence direct and the service consequently 
more rapid. 

The index furnishes a complete reference 
list of names, addresses, etc., of all persons er 
firms with whom business is transacted. All 
peculiarities, exceptions, doubts, are cross 
referenced in the index (see page 21), and thus 
become a matter of record. The ability to find 
or file any paper is therefore not dependent on 
the presence of the file operator. 

The plan of numbering papers from a central 
index once for all on their arrival, saves the 
time of every executive, department head, or 
clerk. With all responsibility placed on one 
competent chief file operator, less experienced 
assistants are needed for merely the mechan- 
ical work. 


Equipment 


Folders and Guides 


Folders should be of tough 
manila stock with straight 
edges. Each folder bears 
the correspondent’s number 
in the upper right corner. 
Where there is considerable 
volume of correspondence 
the numbers stand out prom- 
inently. As all the numbers 
range themselves in consec- 
utive order, they may be 
readily seen by running the 
thumb along the right-hand 
edge as they stand in the file. 
Reinforced folders have been 
found to be the most practi- 
cal in numeric filing because 
of their durability and the 
saving of space. 
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Central filing department—correspondence filed numerically in binder 


Cabinets are L. B. four-drawer oak vertical files 


City, 


Alexander Hamilton Institute, New York 


folders. 


Ss 3) 


Sa 


La ne ‘ 


New York City 


Fearey, 


Master and 


offices of Burlingham, Veeder 


Filing department in the law 
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It is advisable to have at least one guide 
for every twenty numbers. Fifth-cut guides 
are usually recommended. The guides num- 
bered by even hundreds always appear in the 
first position as shown in the illustration on 
page 18. 


L. B. Removable label celluloided press- 


board guides are perfectly smooth, always 
legible and will not wear down under the 
hardest usage. They are the latest refinement 
in vertical filing guides. They have the added 
advantage cf being interchangeable by simply 
removing the labels in the tabs and inserting 
new ones. 


Operation 


The Index 


Upon receipt of letters, reference is made 
to the index and the file number is entered in 
the upper right hand corner of the letter 
before distribution. Previous correspondence, 
if wanted, may be instantly obtained by using 
this file number. 

This same file number should be entered on 
the reply, to index the carbon or press copy. 


The Alphabetic index gives instant reference 
by number of folder to any paper in the file. 

An Index Visible card is made out for each 
correspondent or subject, bearing name and 
address and the file number assigned. The 
cards are mounted alphabetically on panels 
revolving around acentral pedestal. Allnames 
and titles are visible. Finding is instantaneous. 


Both letter and copy of the reply are then 
filed directly by number, and but one reference 
to the index has served for both. 

When the numeric system is general 
throughout the office records, reference to 
orders, invoices or ledger is made from this 
same number without waste of time. © 


A practical example 


A letter is received from Harvey J. Cox for 
the first time. Cox’s name and address are en- 
tered on the next unused card, for example 
951, and of the unused folders in the file, num- 
ber 951 thus becomes Cox’s. All subsequent 
letters received from and copies of all letters 


sent to, or relating to Cox, are marked with 
the same number and placed in the folder 951, 
the latest in front. To look up Cox’s corre- 
spondence, turning to the card index, we find 
that his folder is number 951. 
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Blue-print file, Electric Storage Battery Company, Philadelphia. Blue-prints are folded to uniform size and filed 
in L. B. Counter-hight units. The tops of these units furnish working space for the operator and also 
serve as counter for those consulting the files. Manufacturing orders and specifications are filed 
in four-drawer standard correspondence units 


The vital correspondence of the Dominion Securities Co 
r 


: Poration, Ltd. 
by Safe-Files against loss by fire wortor 
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Miscellaneous correspondence 


Some of the miscellaneous matter can be 
classified by subject, thus reducing the actual 
miscellaneous file toa minimum. Numbers are 
given to these subjects in the same manner as 
to individual correspondents, and entered on 
all letters pertaining thereto regardless of the 
writers. For example —applications for em- 
ployment may be assigned a number, say 291; 
application for sales position 291-1; stenogra- 
phers 291-2; clerks 291-3; etc., and the corre- 
spondence under each division filed alphabet- 
ically by name. 

The remaining miscellaneous correspond- 
ence should be filed separately under whatever 
system best meets the particular requirements 


—L. B. Automatic Index, Alphabetic, or Geo- 
graphic. If cards are used for this correspond- 
ence in the card index to the Numeric system 
the symbol “m” appears temporarily on the 
card, being replaced later by individual num- 
ber when the matter is removed to the nu- 
meric file. 

If an alphabetic system is used the L. B. 
Automatic Index is particularly adapted for 
miscellaneous matter. The use of primary 
guides with miscellaneous folders and the elim- 
ination of the secondary guides, makes an ideal 
combination, as this arrangement gives ten 
folders for each guide. 


The expansive feature 


With the Numeric system, expansion is un- 
limited, yet each name or subject is absolutely 
identified, and papers located as easily and 
directly in the file of many thousand corre- 
spondents as of the few. The number on the 


letter or paper directs it to its proper place in 
file no matter where it may be picked up in 
the office. 


Refiling by number is accurate and rapid. 


Filing department of the Cleveland Metal Products Company, Cleveland, Ohio. 
L. B. Automatic Index and equipment 
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Geographic index 


Miscellaneous folder for 
inactive corespondents 
in a town alphabetic 
group,, always in last 


‘position. 


Miscellaneous folder for 
towns not separately 
guided always in last 
position. 


Town guide always in 
second position. 


Miscellaneous folder 
for inactive corespon= 
dents in. town group, 
always in last position. 


Alphabetic guide for || 
Grouping towns always 
in first position, 


active correspondents, 
Alphabetic guide for ||| alwaysin third position. 
dividing names in large 
towns in second posi- 
tion, 


swe rSdjech Tale dste Deka pura) 


[24] 


VERTICAL FILING 


Geographic index filing 


Wake exact territorial divisions are of 

prime importance, geographic filing pro- 
vides a means of grouping correspondence 
from each town by itself, 

In many cases the ledger, credit information, 
orders, and correspondence are based on terri- 
torial divisions, either by state, or salesmen’s 
and agents’ territories. Here the territory 
constitutes the unit, and towns the sub-units, 
with the records so separated in the files. 
Hence every matter in any department may be 
viewed from the territorial standpoint as a 


whole or in part, without reference to the 
whole file. Irrelevant matter is therefore not 
in the way. 

With the L. B. Geographic system the files 
may be readily rearranged if territories are 
changed, combined, subdivided, or enlarged, 
for as each town is a unit, the redivision of 
files is merely mechanical. 

The principle of Geographic is identical with 
Direct alphabetic filing, except that papers are 
filed alphabetically, arranged by towns instead 
of by ordinary divisions of the alphabet. 


Description of method 


A section of the file is assigned to each state. 
Each drawer is labeled with the name of the 
state and the inclusive towns filed in it. A 
removable label celluloided guide, first position 
of a third cut, printed with the name of the 
state is placed at the front of each state section. 
Alphabetic guides, fifth-cut tabs, are used in 
the first position only, to index the towns of 
each state. Guides printed with names of 
towns and cities, with the tabs in the second 
position only, are arranged in strict alphabetic 
order for each state. Individual and miscellane- 
ous tab folders are used for the correspondents 
for each town as in the L. B. Direct alphabetic, 
the tabs for the miscellaneous town folders and 
for each A-Z group appearing in the last posi- 
tion at the extreme right. 

To locate the correspondence with the Inter- 
national Harvester Company, Canton, Illinois, 
the searcher is first directed to the state guide 
Illinois; then to the alphabetic “C” guide in 
the first position, the town guide “Canton” in 
the second position, and the individual folder 
with the wide tab in the third position bearing 
that firm’s name. Should the piece of matter 
to be filed be the first or second letter received 
from a correspondent in Canton, it would be 
filed in the miscellaneous town folder marked 
“Canton” with the tab at the extreme right of 


the drawer. If the letter came from a corre- 
spondent located in a town for which there has 
been no town guide or town miscellaneous 
folder provided, it would be filed in the alpha- 
betic miscellaneous folder. For example: the 
first letter received from a correspondent in 
the town of Blackstone would be filed in the 
miscellaneous folder “B” at the end of the 
“B” group. 

When desired or when the bulk of corre- 
spondence requires, additional Town guides 
with their corresponding Miscellaneous and 
Individual folders are inserted for any towns 
not in the list originally provided. 

It will thus be noted that the expansive fea- 
tures of the Geographic are identical with those 
of Direct alphabetic filing. 

The arrangement of names under towns is 
always preserved in exact alphabetic order. 

The correspondence for a large town is sub- 
divided by the use of a set of Alphabetic guides, 
printed in red, in the second position following 
directly behind the town guide, dividing the 
correspondents in groups, and supplying a 
Miscellaneous folder for each group in the 
right end position to take care of correspond- 
ence of individuals or firms that are not in the 
active class requiring an individual folder. 
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Scottish Union and National Insurance Company, Hartford, Conn., North American Branch. Equipped with 
L.B. Counter-hight map units, vertical files and storage drawers for current daily reports; also 
standard-hight vertical files for daily reports, tariff books, vouchers and rate cards 


Complete filing equipment in steel installed for New Hampshire Fire Ins: 
By the use of counter-hight unit filing cabinets, uniformity in hi, 
with an unobstructed view of the enti 


urance Company, Manchester, N. H. 
ght of equipment is secured, 
Te Office 


[26] 


Central filing department, National Shawmut Bank, Boston, Mass. 


with Flexi-Files. 


VERT UC AL HMONG 


L. B. Steel correspondence files equipped 


Correspondence arranged with the L. B. Automatic Index 


Library Bureau Town and County guides 


L. B. town and county guides are compiled 
from the newly completed 1920 government 
census, supplemented by additions from the 
atest Commercial Agency reports of unincor- 
porated towns. 


Carried in sets arranged by states for towns 
and cities of a population of 500 and over, 
1,000 and over, 2,000 and over, 5,000 and over, 


10,000 and over, 25,000 and over, 50,000 and 
over, each town bearing a key figure. 


Town and county guides are printed in all 
capital letters, directly on the tab projection. 


Towns having a population of 1,000 or more 
are indicated by key figures showing the 
number of thousands of inhabitants, as 


LINCOLN * 


Towns having less than 1,000 population are 
indicated by the minus sign, — 1, as 


ALLENDALE—* 


County guides bear key figures to indicate 
the number of thousands of population, unless 
the population is less than 1,000, in which case 
the tab printing will bear the — 1 indication. 
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Subject index 


Farce ane Acces 
cobections. 


Special classification 
guide always in the last 
position. 


Main Subject or Sub- 
Subject folder always 
in the third position. 


Sub-Subject guide al- 
ways in the second 
posiaon. 


| Main Subject guide al- 
| ways in the first posi- 
ton. 
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Subject index filing 


1c many offices the subject-matter contained 

In a part or all of the Correspondence is of 
greater importance than the name of the cor- 
respondent. Where this is the case a subject 
system can be used to great advantage, but 
careful and intelligent handling, as well as 
preliminary study, is essential to secure logical 
headings and to prevent confusion of subjects. 


There are two methods which have been 
successfully applied to subject filing: alpha- 
betic and numeric, for either of which there 
are two forms. 


Both forms of the alphabetic method, the 
Subject index and the L. B. Direct alphabetic, 
are simple direct systems, either of which can 
be applied to the average subject file with 
highly satisfactory results. 


The numeric index is an indirect system 
necessitating the use of an index or chart for 
filing and reference. It may be used for sub- 
ject filing in two forms, the Duplex Numeric 
and the Decimal. 

Brief descriptions of the application of these 
methods are given below. 


Subject index 


This system consists of the alphabetic ar- 
rangement of subject-matter back of main and 
sub-heading guides placed in alphabetic order. 
Individual folders bearing subject titles written 
on their broad tabs are arranged alphabetically 
behind their proper subject guide. Folders 
containing the subdivisions of each subject 
carry this caption together with the main sub- 
ject heading on their tabs, to enable accurate 
and rapid refiling of the folders removed for 
reference. These sub-subject folders are also 
arranged alphabetically for any subject. 


Example: 
Administration 
Corporation matters 
Mmattation: O° | general folder 
Administration: Cor- l 
poration matters: sub-folder 
Capital stock J 
Insurance 
Administration: 
Insurance 
Administration: ! 
Insurance: Com-‘ s 
pensation ) 
Sales Department 


main guide 
sub-guide 


sub-guide 


\ general folder 


ub-folder 


sub-guide 


L. B. Direct alphabetic index 


The L. B. Direct alphabetic arrangement is 
illustrated below. In the first two, or left 


end positions, in the drawer, is inserted a 
standard set of L.B. Direct alphabetic guides 
printed with clear single alphabetic divisions. 
In the third position are miscellaneous tab 
folders captioned in red to correspond identi- 
cally with the black-lettered guides. In these 
folders belong all items or subject of insuffi- 
cient bulk (five sheets or less per subject is the 
approximate rule) to require an individual 
subject folder. In fourth position project the 
properly labeled tabs of the individual sub- 
ject folders, all filed in dictionary alphabetic 
order by those subjects. And the right end 
position may be used for the insertion of special 
guides to those subjects most frequently used, 
to which immediate reference may thus be 
procured when the drawer is open. 
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The Numeric method is used in the Life Department of the Massachusetts Protective Association, 
Worcester, Massachusetts. The arrangement is by application number 


Centralized files at the Bank of America, New York City. Two 500-division DITCH ATSRERER ead 
are used here for foreign and domestic correspondence phabetic indexes 
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This system not only provides for unlim- 
ited expansion or elimination without any 
modification in the general arrangement 
scheme, but it entirely eliminates any refer- 
ence to indexes or other “indirections.” To 
operate it all one need know is the desired 
subject, to find it in the same simple direct 
way in which you finda word in the dictionary. 


Example: 
A guide 
Advertising folder 
Americanization folder 
A miscel. folder 
An guide 
Argentina folder 
Automobile folder 


An miscel. folder 


Duplex numeric index 


Consecutive numbers are assigned to the 
principal subjects, taking care to make 
the headings as clear and comprehensive as 
possible. These subjects may then be divided 
into as many sub-subjects as seems neces- 
sary by the use of a dash number. When a 
division of a dependent subject becomes ad- 
visable a letter of the alphabet is added to 
the auxiliary number. 


ab Office Buildings 
3 Masonry 
Face brick 


—1. 
3 
os Common brick 


la. 
1b. 

The consecutive numbering makes this sys- 
tem simple to operate and gives it great elas- 
ticity, as new subjects may be added at any 


time by simply assigning the next unused 
number to a subject as it develops. 


Decimal index 


All possible subjects are first grouped under 
ten or fewer large classes. To these classes 
are assigned the numbers from 0 to 9. Each 
class may then be divided into nine or fewer 
sub-classes, which may in turn be divided into 
the same number of sub-classes. Further 
divisions may be made by the use of a decimal 
number, the divisions under each class being 
always limited to nine. 


This system gives each subject and its sub- 
subjects a definite classification number, the 


sequence of the numbers being such that 
all related material is brought physically 
together. 


000. General 
100. Executive Administration 
200. Finance and Accounts 
250. Accounts 
255. Exchange accounts 
255.1 Subscribers accounts 
255.11 Accounts in suspense 
300. Construction 
400. Equipment 
500. Operation 
600. Rates, ete. 


ij 
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Cross reference 


ORRESPONDENCE may be filed by one of 

a number of captions; viz., the name on 

the letterhead, the signature, the name of the 
party addressed, the name of the person, firm, 
or subject mentioned in the letter, etc. Inas- 
muchas the piece can be filed in but one place it 
often becomes necessary to file some note, 


(2 Adams Clothing Co 


See Adams Smith 


There are three forms used for cross refer- 
ence purposes: 


Cross reference sheets 


A buff colored sheet (30-5902) is generally 
recommended for use where a specific paper 
is to be cross referenced. This should be filled 


"subject underwhich the cross 
reference sheet itself is to be 


filed, then the name or sub- 
ject, file number or caption 


out first with the name or 


Mama ov Subject 


~~ Caslingy 


SEE 


CROSS REFERENCE SHEET 


SEE Butt Hadume Co: 


came oma, 
For mee in Loeary Bureau Fina Syrama 


| and date of the matter cross 
referenced. The sheet is 
filed in the proper folder 
under the date shown by the 
cross reference. This form 
ig used for cross referencing 
matter from one folder to 
another. When a letter is 
written on two subjects the 
letter is filed under the more 
important subject and the 
cross reference under the 
other. A separate sheet 
should be written and filed 
for every case of this kind. 


rom OO 
Many 5 1922 


rach) 


For example — 


A letter dated May 5, 1922, 
received from the Brett 


referring to the letter, in one or all of the 
other possible places. 

This safeguard in filing is termed cross 
reference and when intelligently applied will 
save much valuable time of the executive 
when calling for matter from the files. 

There are various methods and forms used 
for this work and the nature of the matter and 
the amount of cross reference necessary should 
determine which form to use. 

The term “see” is used when the actual mat- 
ter is filed in another place. The term “see 
also” is used to refer to related matter which 
is filed under one or more headings. 


Hardware Company regard- 

ing special castings which they have just put 
on the market. The office receiving this letter 
is more interested in the description of the 
castings than in the name of the manufacturer, 
therefore a cross reference sheet is made out 
and filed in the folder “Castings” 60 under the 
date May 5, 1922, and the letter is filed in the 
Brett Hardware Co. folder under the date 
May 5, 1922. 

Thus reference to the letter may be made 
when the name of the manufacturer has been 
forgotten and also in case the subject has been 
forgotten and the manufacturer’s name is 
known. 
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Visible cross reference sheet 


A visible cross reference sheet (30-5903), 
manila, the size of a regular folder with a tab 
in the regular folder position, is generally 
recommended for use where matter is filed in 
one place only, although reference may be 
under another caption. For example, changes 
of name, receivership, proprietors, trustee- 
ships, trade names, synonyms, etc. 

The label should show first the name or 
subject under which the cross reference sheet 
itself is to be filed, and then the name or sub- 
ject under which the matter is filed. A con- 
trasting colored label should be used so that 
oe cress reference form will not be trans- 
erred. 


For example — 3 

A letter is received from Adams, Smith re- 
ferring to an order for goods and signed 
Adams Clothing Company. From the letter- 
head it is learned that the name Adams Cloth- 
we Company is the trade name for Adams, 

mith. 

This letter and previous correspondence 
are filed under Adams, Smith and a visible 
cross reference sheet is placed under Adams 
Clothing Company —referring to the folder 
Adams, Smith where the correspondence will 
be found. This Visible Cross Reference sheet 
prevents the correspondence from the same 
firm being filed in two places. 


Card cross reference 


A card, usually 3x5, is recommended 
where the amount of cross reference is heavy 
and a complete or cumulative reference must 
be kept. This card should be filled out to 
show the name or subject under which the 


Name cross reference cards 


card itself is to be filed and a reference 
made to the other names or subjects under 
which matter or like matter may be found. 


“These cards are arranged alphabetically in 


a separate index and are often necessary to 
cross index matter arranged numerically or 
by subject alphabetically. 

The following examples show the methods of 
card cross referencing by name and subject. 

Higgins & Parks, an old correspondent, 
incorporate in March 1920 under the name 
of Parks Steel Co. The business is not 
materially changed and the new corre- 
spondence logically belongs with the old. 

Upon receipt of such notice, a new index 
card is filled out with the name of the Parks 
Steel Co., bearing the same file number as 
Higgins & Parks. The change in firm name 
is noted on both cards as illustrated. 

Gregory and Phillips, consulting engineers 
in this transaction, are given a card in the 
index, directing all relating correspondence 
to the Parks Steel Co’s folder. 

The latter’s connection with the National 
Bridge Co. is similarly shown. 

Edward D. Parsons and John R. Collins are 
both old correspondents, each with their respec- 
tive card in the index and correspondenceinthe 
file. Collins is appointed trustee for Parsons; 
whereupon entry is made on the index cards as 
illustrated. Subsequent correspondence from 
Collins relating to the Parsons trusteeship is 
then filed with the Parsons papers. 

Other cross references commonly used are 
cards inserted for the name of selling or pur- 
chasing agent, treasurer, manager, superin- 
tendent, contractor, architect, etc. 

Split bolts, as invented by F. L. Drew, is the 
next example shown. 
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N.J. Central filing department equipped with antique oak counter-hight 


ce filed with L. B. Automatic Index. Branch office correspondence 
filed numerically by order number 


Manhattan Rubber Company, Passaic, 
unit cabinets. General corresponden 
alphabetically by name of the office. Factory orders 


The Byrne & Hammer Company, large wholesalers of Omaha, Nebraska, use L. B, Ari i 
and The Automatic Index for their general files meer eta cabinets 


[34] 


VERTICAL FILING 


An index card with its number is assigned 
As Drew’s correspondence is 


to Bolts-Split. 


ont? 
48 PS 
STE oR ent? 
sothioe BE Be 
eco Boat goo 
* ‘got 


"90 Bolts, 
4 - 
Toele-batt 


Subject cross reference cards 


only in relation to his device, his card in the 
index bears merely the subject number. 
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Cushman & Cushman, patent attorneys, are 
already correspondents. On taking up the 
Split-bolt patent case, their index card is 
endorsed with a cross reference to the 
Split-bolt file number. 


As patent matters progress, it becomes 
evident that the papers regarding the 
Split-bolt patent demand a separate 
folder, and —1 is then added to the cross 
reference on Cushman & Cushman’s card 
and all papers relating thereto transferred 
to folder 746 - 1 and filed directly behind 
the Split-bolt folder. 


At the same time, a card is made out 
for Patents—Bolts-Split. 


Similar instances of cross reference to 
other patents are shown on Cushman & 
Cushman’s card. 


The Starr Mfg. Co. become licensees 
to make and sell Split-bolts, and corre- 
spondence relating thereto is therefore 
cross referenced to the original folder. 
A like reference is shown for Toggle- 
bolts, but correspondence with the Starr 
Mfg. Co. on their own account is filed 
under their regularly assigned number, 
1916. 


By this method all papers relating to 

thesubject “Bolts-Split” are filed together, 

whether relating to subject, inventor, patent 
attorneys or licensees. 


Added speed of reference follows the use of 
Kardex visible files for this index. The filing 
title of each card is visibly exposed in a slide. 
The eye leads the hand directly to a wanted 
form. Special conditions are indicated by 
brightly colored signals. 
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Charge methods 


HE importance of placing a record in the 

file for every folder or paper removed can- 
not be too strongly emphasized. Itis frequently 
neglected with the result that when a paper is 
needed there is uncertainty as to its location. 
Often its very existence is questioned. 


Charge system forms are provided with 
spaces for the following notations: Name, 
Subject, Number, Date of Matter, Name of 
Borrower, Date Taken; and should be properly 
filled out before matter is removed from the file. 


There are three forms which may be used: 
(1) out-guide, gray pressboard; (2) substitution 
card, salmon; (8) out-guide, salmon. 

(1) The gray pressboard out-guide with the 
3 x 5 requisition slip is generally used when a 
folder or its entire contents is removed from the 
file or when requisition slip is filled out at the 
correspondent’s desk. The requisition slip fits 
into the frame on the out-guide and projects 


Gray pressboard out-guide, form 1 (Catalog no. 6057) 
salmon out-guide, form 3 (Catalog no, 6047) 


above the body of the guide, taking the same 
relative position in the file as the tab on the 
individual folders in the Automatic and Direct 
Alphabetic Indexes. The gray pressboard out- 
guide may be used indefinitely without becom- 
ing worn or soiled. The celluloided tab pro- 
jection on the out-guide is to the right of the 
tab on the individual folder, which keeps the 
tab of the out-guide constantly visible and does 
not cover the tabs of the individual folders. 
The signed requisition slip fixes responsibility 
for matter out of the file. 

A supply of the 3x 5 slips may be kept on 
the correspondent’s desk for requisitioning 
matter from the files, thereby furnishing in one 
operation requisition and signed receipt for all 
matter requested from the files. ; 

‘When matter is returned to the file to be 
followed up later, the follow-up date should be 
entered on the requisition slip. The slip is 
then filed as described under follow-up systems 


, and 
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(the card tickler) described on page 38. This 
obviates the necessity of making outa complete 
new follow-up card and insures accuracy. 


The use of this form within a folder for single 
pieces of matter is not considered as satisfac- 
tory as the substitution card or the blue out- 
guide, but if the system in use requires the 
personal signature, it is the best method to use. 


(2) Substitution card (salmon) is generally 
used when a specific paper is removed from the 
folder. This card is made out in the filing de- 
partment and inserted in the folder in place of 
the matter removed. The substitution card is 
placed on end at the extreme right of the folder 
and is so designed that the tab of the card 
shows above the front of the folder but does 
not cover any portion of the label. 


This same form may be used with 3 x 5 
requisition slips (as illustrated below), to pro- 
vide for follow-up as described on page 36, 
form no. 1. 


(3) Salmon out-guides with tab projection in 
the same position as that described above have 
the charge form drawn upon the body of the 
guide. This form is used for charging out 
folders and single pieces of material. 


The visibility of the out-guides and substitu- 
tion cards provides a means for the periodic 
checking of all matter charged out. The proper 


ouT  \ 


— 
TILE AY EATREME many 


Substitution card, form 2 (Catalog no. 30-5904) with 
requisition slip (Catalog no. 30-5900.1) for follow-up 


checking and following up of charged matter 
will eliminate to a large extent the holding of 
materialindesks and help to insure the prompt 
return of papers to the file. 


The careful recording of the tickler date, 
i.e., the date the matter is to be returned to the 
file, in the place provided at the top of the req- 
uisition slip, will aid greatly in checking up the 
out matter. 


When the entire contents of a folder are 
desired from the files, it is recommended that 
the individual folder be retained in the files, 
inserting an out-guide or substitution card, and 
that the papers be sent out in a special straight- 
edge “carrier folder” of distinctive color, which 
also should be marked “Return to Files.” This 
saves wear and tear on the original folder 
which always remains in the file,thereby prov- 
iding its existence. It is there also to receive 
any additional matter which may come to the 
files while the contents of the folder are out. 
The distinctive “carrier folder” is less likely to 
be lost or misplaced. These special folders 
may be used repeatedly until worn out. 


When matter is returned to the files, the file 
clerk should remove the substitution card from 
the files, and mark off the notation, or remove 
the requisition slip from the out-guide holder. 


It is sometimes a great aid to the successful 
operation of a file to charge all incoming 
matter before it goes to the person or depart- 
ment interested. This prevents loss of papers, 
and frequently results in the following up of 
matter which has not received proper attention. 


A system for charging matter transferred 
from one department to another or from one 
person to another, without necessitating its 
return to the files for recharging, is frequently 
quite essential for the rapid tracing of matter 
removed from the files. 


There are many methods and details for 
charging matter taken from the files or trans- 
ferred from one department or person to 
another. 


These must be adapted to best meet the 
particular requirements of the office routine. 
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Follow-up systems 


Namo or Subject 


aE = Va Dato taken YW! 
Ct Hover, 


Date of letter 


SA 


ae Sivtiyé 


REQUISITION OR TICKLER 


Lineup Borers AT, m0. 30-9332-8 


ie matters are continually coming up which 
require action on a certain future date, a 
follow-up system is necessary in any well- 
organized office. 


A follow-up is strictly a date file; i. e., by 
some arrangement of month and day guides 
or of alphabetic guides followed by date guides, 
certain matters are brought up automatically 
for attention. All follow-up systems require 
that all matters which should come up at some 
future time be marked with the follow-up 
date, and it seems best to pencil this in the 
lower right-hand corner, since this becomes, in 
filing position, the upper right-hand corner. 
It may, under some conditions, be advisable to 
mark this material in a more conspicuous 
manner, in which case, a rubber stamp show- 
ing the words “Follow-up,” “H. F. A.” (Hold 
for answer), “Tickle,” or “Pending” may be 


used. A tag or sticker is not recommended 
because it is quite likely to become detached. 
The different forms of follow-up are: 
l. The card tickler. 
2. The sheet follow-up. 
3. The combination alphabetic 
and date. 


The card tickler 


The card tickler is simply a brief reminder 
of any matter which is to come up at some 
definite future time. It is not necessarily con- 
fined entirely to matter in the file since it may 
refer toa telephone call or some appointment. 

he 3 x 5 card, listing one name or subject, 
date, and whatever additional data seems 


desirable, is recom irel 
Alosdlnlormeaned mended as an entirely 
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The files of the American Cyanamid Company, New York City. A technical subject classification was 
devised and installed by the Library Bureau Division of Indexing and Filing Service 


The cards are filed behind month and day 
guides in a desk tray, and those coming up on 
a given day may be attached to the papers 
which they call from the file and the whole 
story is thus sent to the executive interested. 
The matter should, of course, be charged in 
the usual way. When it has received attention 
a new date, if necessary, can be indicated and 
all the material returned to the file to be treated 
as previously. 

The advantages emphasized for the card 
tickler are: 

1. All material in one place. 

2. Thewholestory at hand when the 
matter is followed up. 

3. Responsibility for follow-up placed 
under one control. 


The sheet follow-up 


The sheet copy is an extra copy of the out- 
going letters. This method requires the 
acknowledgment of every incoming letter 
that is to be followed up. The carbons are 
filed under a date arrangement similar to that 
used in the card ticklers. 


This form of follow-up can be used to ad- 
vantage when the tickler is maintained in 
departments, since it alone is frequently suf- 
ficient for following up the matter in question 
and reference to the regular file becomes 
unnecessary. 
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General correspondence files in the Mutual Benefit Life Insurance Company, Newark, N. J. 
Vertical unit cabinets in steel furnished by Library Bureau 


New York Telephone Company, New York City. Files in the Em: 
790- division L. B. Automatic Index, le; 


ployee’s Benefit Fund Department. 
gal size 
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The combination alphabetic and date follow-up 


The combination alphabetic and date, or pending and 
follow-up, differs from the sheet follow-up in that the 
pending matter relating to one transaction is allowed to 


accumulate, and also in the arrangement which provides 
for reference to pending or follow-up material, alphabet- 


ically as well as by date. 


Operation of this file simply means that on a given day, 
May 7, for example, all the 1-14 guides are, in succession, 
pulled forward and any material marked May 7 (the follow- 
up date, as we have indicated, appears in the upper right- 
hand corner) is taken from the file. The number of 1-14 
guides will, of course, be the same as the number of A-Z 
guides, and the time involved in removing the material is 


almost negligible. 


Elaboration of this system provides for two classes of 
matter— Pending and Date, under the following arrange- 
ment: A Direct Alphabetic index is used with individual 
tabbed folders. Labels of a different color are used to 
designate branches, factories, agencies, etc. Pending 
matter, which is not marked for any particular follow-up 
date, is held in the individual folders. Two date guides 


(1-14, 15-31: two positions, right) follow each alphabetic 
group of matter. 


There are two classes of individual folders used in the 
combination file. Those which are assigned to pending 
matters filed directly behind the alphabetic guide, and 
those assigned to some name or subject where a consider- 
able amount of matter has collected and which must be 
brought up on a specific date —this is filed just as an 
individual piece of matter back of the proper section date 
guide in chronological order. 


Matter bearing definite follow-up dates is placed behind 
the date guides without folders and arranged according to 
follow-up date, with the first “come-up” date on top. 


This combination pending and date file is a tool which 
executives will find an invaluable personal aid in the con- 
duct of departments or of a firm. 
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Correspondence transfer files, Atlantic Refining Co., Philadelphia, Pa. 
Transfer correspondence, Link Belt Co., Chicago, Ill. 
[42] 


Plan 1. One half the file for current a 
year; other half for last year’s corre- riods. Half the file 


spondence. 


other half for the second year’s matter. At the end of the 
second year the correspondence in the first year’s file, one year 
old, is transferred and the space thus vacated used for the 
ensuing or third year’s papers. This process is indefinitely 


repeated. 


By filing the c 


the same result is b 
yearly and drop the conten 


The current papers are thus most accessible with the transfer 


close at hand. 


The additional cost for cabinets is but little more than for 
transfer equipment of equal capacity. 


Plan 2. 


urrent correspondence in the upper two 
drawers and the past correspondence in the lower two drawers, 
etter accomplished. Transfer the older file 


ovides for the transfer into boxes or 


drawers or on shelves the entire contents of the current file at 


stated periods. 
boxor drawerl 

The one objection tot 
to transferred matter 1s as 
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Transfer 


RANSFERRED correspondence is the history of 
past transactions and it should be as available 
for reference as current files. 

The plan of transfer is all-important and should 
be selected in accordance with the nature of the 
business, space available, and method in use. The 
services of L. B.s Indexing Division have proved of 
inestimable value to hundreds of customers at the 
time of transfer in relieving them of the detail con- 
nected with this work, and making it possible to 
avoid disruption in the every-day routine of the office. 

There are but two methods of transfer: periodic 
and perpetual. 


Periodic 


The periodic meth- 
od offers three plans. 


Plan 1. Provide 
a series of cabinets 
to hold the corre- 
spondence of two 
years or other pre- 
determined file pe- 


only is used for the 
first year’s and the 


ts of the upper rows to the lower. 


Plan 2. This plan retainsin the 


The only record necessary is a notation on the current fileatleast one year’s active 
abels showing the contents and dates: From—To—. correspondence and collects in the 


his plan is that, temporarily, reference transfer in one place, for any num: 


ber of years, all papers concerning 


frequent as to the current file. any correspondent. 
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Plan 3. Let the current file 
run for a period say eighteen 
months; then transfer all matter 
more than one year old. Fill the 
transfer cases only partly full and 
mark the labels with the number 
or letter of the first folder contain- 
ed in each—as No. 168, or Bar or 
Br 50. 

Each six months or a year 
(always a definite period) repeat 
the operation and place the corre- 
spondence in the same folder and 
box with that previously trans- 
ferred. 

When a transfer case becomes 
crowded, a portion of the contents 
is removed to a new case and 
placed next the old. As the first 
folder only is indexed on the box 
label, it is never necessary to re- 
label any box. Reference to transferred matter 
is thus reduced to a minimum. 

The work of transferring may be done grad- 
ually, as the clerks have spare time, without 
interfering in any way with the current opera- 


L. B. Unit steel transfer case 
Correspondence size, Cat. no. 750 


tion of the file. 

This plan is advantageous where it is neces- 
sary to keep one year in the office at all times 
and where there is room for only eighteen 
months’ matter. 


Perpetual 


In law, contract, or job files, or where all 
matter groups itself under one head for an 
indefinite time, the perpetual method should 
be used. The plan involves the removal of 
matter as soon as each individual case, con- 
tract, orjobis completed. Whether the alpha- 
betic or numeric method is used or not in the 
active or open file, a number should be given 
the case or contract when it is transferred 
and a card made out as described for numeric 
filing on page 19. This plan eliminates the 


physical labor involved in shifting material, as 
expansion at the end of the transfer file goes 
on indefinitely. 

Whatever system may be used, it is never 
advisable to remove or transfer such folders 
as have become too full, leaving the others 
but partly filled in the file. 

Such a method, or rather its lack, can only 
result in serious confusion. 

Everything which bears a date prior to the 
date fixed for transfer should be transferred. 
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Library Bureau transfer cases 


PE sole of transfer case must be deter- 

mined by the space available. L, B. 
transfer equipment covers a wide range of 
cases selected to meet every condition of 
storage space, whether wall shelving or floor 
area, in office, storeroom, or vault; and are 
made in sizes to house all standard-size 
papers or records. 


L. B. Unit steel transfer case 


The Library Bureau steel transfer unit 
is built to stand all the severe usage and 
rough handling a transfer case is bound to 
get—a case with ample protection for its 
contents against dampness, vermin, and 
rats —a case that is fire resisting. Steel 
roller bearings fitted in the bottom of the 
frame at the front and in the top of the 
drawer at the back allow the drawer to run 
smoothly. 


Intermembering feature: Any number 
of units may be joined together into one solid 
stack by intermembering one above the other 
and side by side. Finished in olive green 
enamel. 


L. B. Unit steel transfer case carried in stock for all 
standard sizes of cards 


Cases are 27 in. deep, outside; drawers are 
2634 in. deep, inside. 


L. B. Wood-end transfer cases 


L. B. Wood-end transfer case 


The L. B. Wood-end transfer case utilizes 
every inch of wall space, the box resting on 
the side instead of the end. Wood ends make 
this box strong and rigid. The hinge of the 
flap—where the strain is greatest — is strength- 
ened by a metal strip. Muslin reinforced 
where any strain comes. 


The lightest and strongest box made for 
shelf use. 
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Central filing department, Macbeth-Evans Glass Co., Pittsburgh, Pa. 
Equipped with L. B. Automatic Index and wood filing cabinets 


Gray & Dudley, Nashville, Tenn. This installation made as a result of a thorough study of conditions 
by the L. B. Analysis Division. Actual installation made under the supervision of the 
L. B. Indexing Division includes L. B. Automatic Index on two-period plan 
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Centralization of files 


HE dominant feature in present-day busi- 

ness development is centralization. The 
concentration of work under competent and 
specialized departments has become in conse- 
quence an essential to efficient organization. 


Executives have come to recogni - 
cessity for the establishment of Seon eat alae 
department. 

A central file is not necessarily a general file 
but a group of files brought together in one 
department under one executive. Such files 
as legal, claim, credit, statistical, or data should 
never be merged but always kept separate. 

So long as files remain scattered in depart- 
ments they are usually operated by more or 
less haphazard methods. The secretaries, 
stenographers, and office boys under whose 
charge they must necessarily fall seldom have 
little if any knowledge of indexing or filing. 
These part-time file clerks file in odd moments 
—they transfer whenever convenient. Fur- 
thermore, any one wanting a paper takes it 
from the file himself, providing he can find it, 
and seldom takes the trouble to charge it. 


Filing is a science and satisfactory results 
can be obtained only by delegating this impor- 
tant work to trained file operators. 

In the establishment of a central filing depart- 
ment there are three outstanding facts which 
make for greater efficiency at less cost —Instal- 
lation, Operation, and Cooperation. 


Installation 


The installation must be carefully considered 
from four angles — 


First, location—as to light, air, and acces- 
sibility. 

Second, standardization of equipment and 
labor. Economy of equipment is al- 
ways a result of centralization. Drawer 
space can be used to better advantage 
and the duplication of guides and 
folders avoided. 

Third, procedure— The modern filing de- 
partment has a standard procedure 
just as the accounting, purchasing, or 
any other department. This pro- 
cedure is established depending upon 
the nature of the business, the sys- 
tem used, and the volume of corre- 
spondence. 

Fourth, responsibility is fixed. With files 
centralized it is possible to place them 
under the supervision of a trained oper- 
ator who can in turn develop a staff. 
The files, therefore, do not reflect the 
changes which arecontingent upon the 
departmental operators. Thereisapos- 
sibility for supervision, not only of the 
operators in their daily tasks, but also 
of the files themselves, which in most 
lines of business require revision from 
time to time to meet changing needs. 


Cost of operation 


The centralization of files not only improves 
service but always tends to lower the cost of 
operation. 

The bonus plan used in many organizations 
is an interesting feature where individual effi- 
ciency is encouraged and promoted. 


Operation 

Operation depends largely upon the selection 
of a competent supervisor or file executive. 
Some one thoroughly trained in filing and one 
with executive ability to instill confidence and 
command respect. 

Centralization also means economy of oper- 
ation. The stimulating influence which results 
from grouped work and actual assignment of 
work based upon the number of pieces filed, 
number of requisitions filled, etc., are factors 
which are bound to lower operating cost. 


Cooperation 


Cooperation is the most vital factor in suc- 
cessful operation. This must first be evident 
in the department itself in order to command 
respect and cooperation from those who 
use the department. Here again will the well- 
organized central file have a tendency to 
influence the smooth running of the entire 
organization. 


Small concerns as well as large can central- 
ize their files to advantage. The growing 
business particularly should give heed to its 
filing department while the business is still 
young. For the longer it is delayed the more 
expensive will be the final straightening out. 


Our experience and our suggestions are at 
your service. 
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Credit Information Filing 


The Credit folder with wide tab for Direct 
Alphabetic filing 


HAT credit man is most successful who is most able to 

free his work from doubt. He can never afford to guess. 
Credit extended on any other basis than accurate knowledge 
of the facts may be equally unfair to the buyer and to the 
seller. A credit man’s files must produce the facts he needs 
to make intelligent decisions when orders cross hisdesk. To 
hold up shipment while credit is investigated reveals an in- 
completeness of inférmation that exacts its toil in business 
lost from customers incensed at delays. 

The Library Bureau plan of filing credit information is 
designed to collect complete and accurate information about 
debtor customers and arrange it in a form that will facilitate 
immediate, right decisions, when they order goods. It fosters 
the smooth operation of the routine of granting credit and 
collecting overdue accounts; it supplements and dovetails 
perfectly with the files of other departments. 

Vertical filing cabinets are used, and a folder is assigned to 
each customer. In the folder are collected financial state- 
ments, mercantile and salesmen’s reports, correspondence 
with other houses, reports of investigations by banks and 
attorneys, clippings of court decisions— everything that bears 


on acustomer’s ability to pay —the latest information on the top. These fold- 
ers are of a different color than those holding general correspondence; or a 
different colored name label is used to prevent misfiling in the letter file. 

Credit folders may be fitted with L. B. file fasteners, which bind papers 
securely into place and permit reference as to the pages of a book. Inserted 
guide sheets classify the accumulated information and separate financial state- 
ments from correspondence, agency reports, and other classes of papers. A 
summary sheet, filed at the front provides a space for posting each year 
“Highest Credit,” “Rating,” “Limit,” “Habit of Pay,” etc. This data is often 
incorporated in a form printed on the front flap of the folder or in a separate 
card index. All these plans make a detailed examination of the papers filed 
unnecessary except in rare instances. 

L. B. bill size cabinets and folders (size 7}4 in. high x 934 in. wide) are gen- 
erally used for filing credit information; but many firms favor correspondence 
or letter size cabinets which are uniform with cabinets in other departments 
of the office. Banks often prefer legal cap cabinets and supplies. 


L. B. Direct Alphabetic credit filing 


The Direct Alphabetic system, described on pages 14-17, is an exceedingly 
satisfactory method of filing credit information. This plan is suited to the 
small file as well as to the large, since it permits selection from a wide range 
of alphabetic subdivisions which may be applied to one drawer of filed papers 
or to the many loaded drawers of a huge concern. 

Miscellaneous folders may or may not be used. Many advocate their elim- 
ination on the grounds that a firm deserving credit deserves a folder to pre- 
vent confusion with information pertaining to another house. 


L. B. Numeric credit filing 


The filing of credit information by the numeric system possesses many ad- 
vantages. Each firm or individual is assigned a numbered folder in which 
papers bearing on his credit standing are placed. 

When the general correspondence files are arranged numerically, as de- 
scribed on pages 18-23, the same set of numbers may be used for the credit 
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Credit or Bill size filing cabinet 
Drawersare 84 in. high by 10 in. wide, inside 
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files, with a label of different color to prevent 


WAME 


confusion of folders. Papers and orders comin CHECK TO | FILE NOMGER 
: ig i i 
to the credit man’s desk then already bear file ony BODE TECHESUUDEACOE 5 << Foe Lig 
numbers, and reference to the file is generally Holland STATE TES. a 
direct without recourse to the index at all. YEAR SALES ae LEDGER PAYS 50 days 
The name index bears a resumé of the in- 1923 : a cuir 
formation accumulated about customers. Refer- 3600/00 | F-3 | T-¢ Proat 000.00 
ence to these cards, filed visibly in Kardex ee (2100! 00 | F-3 | Tp Fair Wilson 
slides, usually ed Ee of the files 25 |2950| 00 || F=2 | TB Fair First Nat. 
unnecessary an us speeds up the passing of 1926 
orders for shipment. 2560 MOORE 2aIBIES: EEORY = 
1927 
1928 
L. B. Automatic credit filing ee 
The credit man, who must pass judgment on Robinson Smith & Co., Holland, Mich. 


many accounts each day, needs the speed and 
accuracy of the L. B. Automatic Index (see pages 
10-13) perhaps more than any other department 
head. He will appreciate the infallibility with which this 
system promptly produces the information he wants; he 
will be impressed with the economy of labor and supplies 
that accompanies the application of the Automatic Index 
to Credit Department files. 


The index card for credit information 
A combined digest of, and index to, matter in the files 


Miscellaneous folders are not often used in Automatic 
credit filing since an individual folder is generally devoted to 
each accountonthebooks. Ifthe Automatic Indexisalsoem- 
ployed for a firm’s general correspondence, the same sub- 
division is often adapted to the credit information files too. 


L. B. Geographic credit filing 


The Geographic Index (see pages 24-27) is especially 
suited to the credit filing needs of those firms which look 
to their salesmen for collections from delinquent customers. 
The grouping of information regarding all accounts ina 
town, state or salesman’s territory, facilitates investigation 
of financial conditions in any division of a firm’s trade 
territory and aids the formulation of credit and collection 
policies affecting certain sections or industries. 


The town guide may be printed with a form showing con- 
ditions within the town—names of banks, population by 
periods, chief industries, crops, etc. Any event affecting 
the economic situation of the community is recorded here, 
and the credit file becomes a source of general as well as 
detailed information. 


[ 
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Invoice Filing 


se loss or misplacement cf an unpaid bill 
may result in failure to take advantage of 
a discount involving aconsiderable sum. Paid 
bills, on the other hand, are frequent documen- 
tary exhibits in court, and sometimes form the 
basis of serious litigation. The maintenance 
of a reliable method of handling and filing bills 
and invoices is a matter of unquestionable im- 
portance. 

Storing invoices in document files and pasting 
them in books are obsolete practices. Time and 
space and labor are saved by bringing together 
all invoices from a firm in an individual folder 


and filing them in vertical filiig cabinets. For 
the smaller concern, a distinctly labelled folder, 
placed in the regular correspondence file, will 
suffice for filing bills; the larger firms must 
make provision for filing them separately by 
vendor’s name or number with cross-reference 
to the check or voucher issued in payment. 

Invoice cabinets have drawers measuring 
836” highx 10” wide. The average invoice is ac- 
commodated in these drawers without folding, 
though many business houses prefer the cor- 
respondence size for the sake of uniformity 
with cases in other departments. 


Unpaid Invoices 


Unpaid invoices fall into two classes—those 
on which a discount may be taken and those 
on which no discount is allowed. The former 
class is filed by discount date back of guides 
bearing month and day headings. Invoices 
which carry no discount are filed to provide 


payment on the regular payday nearest the 
terms quoted. These paydays usually occur 
once or twice amonth. Checks are prepared 
in advance of payment, attached to the invoices 
they cover, and filed ready for mailing on the 
day payment is due. 


Paid Invoices 


Any system designed for filing paid invoices 
must take due consideration of the necessity of 
reference both through the name ofthe vendor 
andthroughthe number of the check or voucher 
issued. To facilitate these two avenues of ap- 
proach many firms are accustomed to require 
duplicate or even triplicate copies of bills 
rendered, one copy being filed by vendor’s 
name, the second by voucher number and the 
third, if provided, going to the auditor or comp- 
troller, who may find it advantageous to file by 
the date payment was made. 

When multiple copies are not available to 
provide this essential cross-indexing, the same 


result is attained by the maintenance of sup- 
plementary records. Under one plan the in- 
voices, with vouchers attached, are filed in 
vertical units in consecutive voucher number 
order, and a card index listing all vouchers 
issued for a firm permits reference by name. 
A second idea requires a record of checks by 
number in abook or card register and the filing 
of invoices by name of vendor. Invoices filed 
by name may be indexed according to any of 
themethods described in this booklet, the choice 
of which will be determined bythe nature and 
requirements of the business. 


Direct Alphabetic Invoice F iling 


Paid bills or invoices are very advantageously 
filed by the Direct Alphabetic method, which 
is described on pages 14-17. Individual folders 
with labels colored to distinguish them from 
other files in the office, are devoted to vendors 


from whom invoices are received in quantities 
that justify their use ; and miscellaneous folders 
are used for vendors infrequently patronized. 
Firms whose folders are most frequently re- 
ferred to are designated by special name guides. 
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Numeric invoice filing 


As in the filing of correspondence described 
on pages 18-23, a number is assigned to each 
customer or vendor as the case may be. When 
filing copies of invoices rendered this number 
should be identical with the correspondence 
Aumber, so that further reference to the index 
1S unnecessary to procure previous invoices or 
correspondence. 


It is sometimes desirable to use a separate 


series of numbers for purchase ledger ac- 
counts, in which case both correspondence 
and vendor’s account number appear on the 
index card and both numbers are entered on 
the invoices. 

When this condition exists the invoices 
should follow in the files the same order as 
the ledger accounts, to facilitate checking and 
insure quick reference to the original figures. 


L. B. Automatic Index invoice filing 


Invoice filing by the L. B. Automatic Index 
method has the same advantages as described 
under correspondence filing on pages 10-13. 

The arrangement of the guides and folders, 
both Individual and Miscellaneous, is identical, 
and the accuracy and proof against error are 
strong arguments in favor of its adoption for 
invoice work. The readiness with which the 


filing chartorkey may beused makes it possible 
to enter the correct numbers on the invoices as 
rapidly as the figures can be put down. 

The same features which have given L. B. 
Automatic Index filing its reputation for ac- 
curacy will produce previous invoices, when 
desired, with a speed which must be tried to be 
appreciated. 


L. B. Automatic Index 
invoice filing 
Operation is identical with cor- 


respondence filing as illustrated 
on page 10. 


The same arrangement is also 
used for order filing as described 
on page 53. 
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Order filing 


COMPETITION in selling is not conducted primarily on 
a basis of price. Modern business awards its favors 
through the influence of an intangible element known 
as “Service.” One of the most effective “Service” weapons 
that business wields in its battle for sales is a smoothly op- 
erating order filingsystem. A method of filing orders which 
promptly produces correct and accurate information about 
a firm’s past transactions with its customers, is a factor in 
the establishment of the reputation it enjoys. Specifica- 
tions may be duplicated from former orders, delivery dates 
anticipated, and requirements predicted. The order filing 
system is rapidly assuming a well-deserved place of impor- 
tance among devices calculated to add to the profits of a 
business house. 

Two methods of filing orders have been in vogue. One 
of these involves the filing of order copiesin binders. This 
has proved entirely unsatisfactory. It is necessary to un- 
lock and open a binder every time a new order is inserted 
in the file. Binders are stacked on tables or desks where 
they add nothing to the appearance of the office and afford 
most inconvenient reference. The practice makesit neces- 
sary to start a new set of order binders every year, and it 
is impossible to bring together a record of all past transac- 
tions with a client. 


Serial numeric order filing 


Double row drawer from ver- 
tical order file unit (see illus- 
tration page 53). 

Orders filed by serial or con- 
secutive order number with 
guides for each 100. Capacity 
of each drawer 10,000 orders. 


ved vertical order filing to be a great 
improvement over the binder plan. Orders are more quickly 
located, more speedily filed, more accurately indexed, more 
neatly and conveniently housed by the vertical method. 
As the copies are generally uniform in size, the selection 
of cabinets is a comparatively simple matter. j Library 
Bureau order file units have compartments 6% in. high x 
8% in. wide and hold orders as large as 514 in. x 8 in. or 
double this size folded. The drawers of these cases contain 
two compartments each, witha capacity of 5,000 orders per 
compartment. For larger forms credit or invoice size units 
with drawers measuring 8 in. x 10 in. are used. Many firms 
prefer the regular correspondence size, 91 x 117% in. 
Reference to an order must be facilitated both by the 
order number and by the name of the customer served. If 
only one copy is available, this should be filed by name and 
acard or a book register of orders should be prepared to 
afford reference by number. Modern duplicating methods, 
however, usually make the maintenance of a supplemen- 
tary record unnecessary for several copies may be easily 
produced mechanically and filed in accordance with refer- 


Experience has pro’ 


ence demands. 
One copy is arranged according to order number. This 


copy may be filed in folders containing one hundred num- 
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bers or more, bound s 
loose in the file drawer, 


A second Copy is filed by name. Firms, whose reference to past 
orders rarely extends beyond a year, find it advantageous to provide 
folders bearing a distinctly colored label and to file them in the regular 
correspondence file behind the folders containing customers’ letters. 
This idea brings everything from one concern together. 


ecurely with file fasteners, or it may be placed 


Pending orders 


Unshipped orders are best arranged alphabetically in a tray or record 
desk. Here the order clerk may follow-up for delivery and perform the 
multitude of acts business groups under the head of “Service”. If the 
nature of the business is such that correspondence about shipments is 
apt to become voluminous, each orderis placed in a folder and all letters 
pertaining to it are retained in the folder until delivery has been accom- 
plished. The card record desk is ideal for convenient and instant refer- 
ence to this file. When shipment has at last been made the orders go 
to the permanent file, where they are arranged by name according to 


one of the methods described in this booklet. Direct alphabetic sales order filing 


Wide projection guides used for each active 


7 * sy: customer. The small buyers’ orders are filed 
L. B. Direct Alphabetic order filing directly back of the alphabetic guides as the 


The Direct Alphabetic method of filing, described on 


miscellaneous section without the use of mis- 
cellaneous folders. 


pages 14-17, is admirably adapted to the indexing and filing 

of filled orders. Because of the usual uniformity in sizeof ment behind these Name guides; orders from infrequent 
copies, individual and miscellaneous folders are not always purchasers may be filed “miscellaneously” in alphabetic 
used. Guides bearing the names of customers facilitate order behind the alphabetic subdivision guides. Credit 
reference to orders whichareinstrict chronologicalarrange- memoranda are treated exactly as if they were orders. 


L. B. Vertical order file unit 
Six double row drawers with capacity 
of 60,000 orders. Each compartment in 
drawer is 6% in. high by 814 in. wide. 


L. B. Automatic order filing 


The L. B. Automatic Index is described on pages 10-13 of this booklet. 
As with the Direct Alphabetic method of filing orders, folders are Tarely 
used under the automatic plan. Similar guides designate customers and 
facilitate reference to the order sought. The speed and accuracy of the 
Automatic Index are specially apparent in order filing. “The system may 
be made to dovetail exactly with the correspondence file, if both are filed 
by the same method and the same subdivision. 


Numeric order filing 


The Numeric method, described on pages 18-23, is particularly advan- 
tageous for order filing when the ledger is also maintained by number. 
This plan greatly facilitates checking orders against accounts. 

Sometimes a uniform identifying number for a customer or correspon- 
dent prevails in every department of an office. Once placed on incoming 
papers, this number makes reference to the order file, and to every file, 
immediate without subsequent consultation of an index card. 


Geographic order filing 


The Geographic method of filing is illustrated and described on pages 
24-27 of this booklet. This plan is particularly adapted to the filing of 
orders and possesses many distinct advantages. It permits grouping in 
accordance with a salesman’s territory, town or state, and facilitates com- 
parison of business received, year against year, month against month, ter- 
ritory against territory. When a salesman plans a trip he may use the 
order file as a reliable source of information about what has happened pre- 
viously in the towns he will visit, and may build his selling campaign upon 
the knowledge the geographic order file affords him. 

Folders are rarely used. Guides similar to those employed by the Auto- 
matic and Direct Alphabetic methods are suited to Geographic order filing. 
Indexes bear-town headings with supplementary alphabetic sets for large 
cities. 
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VERTICAL FILING 


Vertical filing guides and folders 


IBRARY BUREAU folders are made in a wide range 
of sizes, shapes, colors, and grades. Each has its 
purpose, whether for hard usage in the active file or 

for holding transferred papers. The stock is made to our 
own formula and specifications, and graduated in quality 
and price for the service it must render. 


The guides in a file are called upon to withstand the 
wear and tear of the filing system. Upon the quality 
of the material from which they are made depend their 
life and usefulness. A 

The following illustrations show the general style and 
type of Library Bureau vertical filing folders and guides, 


Vertical filing folders 


Legal size 
93/ in. high, 14% in. wide 


Correspondence size 


Commercial, 7 pts. thick 


Standard, heavy 


Standard, ex. heavy 


Individual tab folder 


Grey 25 pts., plain edge 


Description 


Pressboard expansion folder 
Removable label tab 


Grade and weight 


Mercantile, medium, Manila 
Mercantile, heavy, Manila 


Standard, 734 pts., Manila. 
Standard, reinforced, Manila 


Standard, reinforced, heavy 


Standard, reinforced, ex. heavy 
DeLuxe, Manila, blue, green, red, brown, goldenrod 


Printed titles 
Standard, Jan. to Dec., Manila 


Standard, 74 pts., 1 in. expansion 
DeLuxe, 11 pts., 1 in. expansion bottom 
DeLuxe, 1/4 in. expansion ends and bottom 


Description 


Tab cut, 5ths and 3rds asst. 
Individual tab cut 


Plain label, 5ths or 3rds asst. 
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Order size 
556 in. high, 8 in. wide 


Bill size 
714 in. high, 984 in. wide 


Manila folders 


“R” indicates folders carried with reinforced handling edges 


Correspondence size Legal size 


Straight edge Tabbed St. edge 
Cat. no. Cat. no. Cat. no. 
5060 
5070 
5020 5028 
Blue, Salmon 5010 5018 5210 
5010R 5018R 5210R 
5030 5038 
5030R 5038R 
5050 5058 
5050R 5058R. 
5008 5000 5200 
50112 


Expansion folders 


Correspondence size 


Straight edge Tabbed 
Cat. no. Cat, no. 
5015 50185 
5005 50085 
5004 50084 


Pressboard expansion folders—1 in. expansion 


Correspondence size 
Cat. no. 


5055P 
5055PT 
50585P 


Pressboard expansion folders —with removable 


label tab 


Correspondence size 
Cat. no, 


5055PL 


VERTICAL FILING 


oo 


Pressboard expansion folder— 


L. B. Armorclad 


L. B. Binder folder 


Crystaloid folder 


Leatherette pocket 


Leatherette legal pocket 


jn. . reeeeeet = 


Pressboard expansion folders—L. B. Armorclad 


Correspondence size Legal size 
Cat. no. Cat. no. 
Plain label, 5ths and 3rds assorted 5055PM 5255PM. 
Angle tab, 5ths and 3rds assorted 5055PH 


Binder folders 


Correspondence size 
Grade and weight Cat. no. 


De Luxe, Manila, with individual tab 5008F 


In addition to the above folders which are carried in stock, any 
of the folders in the foregoing illustrations may be fitted with fas- 
teners, making a binder folder. 


Crystaloid folders 


9% in. high (inc. 34 in. tab), 113¢ in. wide. Made of DeLuxe, 
18 pt. extra heavy Manila. Labels are removable. Angle tabs. 


Correspondence size 


Description Cat. no. 
Plain label, 3rds asst. 5093K 
Plain label, 5ths asst. 5095 
Individual tab 5098K. 


Leatherette pocket 


Correspondence size Legal size 
Description Cat, no. Cat. no. 
184. in. expansion 507A 527A. 


Leatherette folders—straight edge 


Correspondence size Legal size 
Description Cat. no. Cat. no. 
1 in. expansion 507C 527C 
No expansion S07E 527E 


Leatherette legal pocket 


Description ; Cat. no. 
With long flap and tape for fastening 
184 in. expansion 527B 


VERTICAL FILING 


‘ ” vertical fili id 
L. B. Removable label celluloided guides L.B. ‘ Armorclad”’ vertical filing guides 


| 
j 


Ben eisk 4 t Ag 
= : c 
L. B. Removable label celluloided guides i = 
‘7 ‘orres a lence size Legal size Bill size Check sizes 
Description He high, a wide | 103 fen uk wide |; 8 “high, 92” wide | 48” high, 9}3” wide 
Cat. no. Cat. no. Cat. no. Cat. no. 
Blank, 3rds or 5ths, 25 pt.' 
Grey Biessbenral es 6050L 6250L_ | 6150L 6450L 
Alphabetic 
25 aisions 60525L 62525L 61525L Pacer 
40 subdivisions 60540L 62540L 61540L i 
60 pe 60560L 62560L 61560L 64560L 
80 ‘ 60580L 62580L 61580L 64580L 
125 SS 605125L 625125L 615125L 645125L 
160 eS 605160L 625160L 615160L 645160L 
250 i 605250L 625250L 615250L 645250L 
320 ; 605320L 625320L 615320L 645320L 
500 ie 605500L 625500L 615500L 645500L 
730 cS 605750L 625750L 615750L 645750L 
1000 e 6051000L 6251000L 6151000L 6451000L 
Larger divisions to order sd 
Months (Jan.—Dec.) 60512L 62512L 61512L 64512L 
Days of month (1-31) ; 60531L 62531L 61531L 64531L es 
% a L. B. “Armorclad” vertical filing guides E 
Correspondence size Legal size | Bill size Check size 
Description 1016" high, 1124” wide | 102” high, 14%” wide | 83” high, 93” wide 43”high, 913" wide 
Cat. no. Cat. no. Cat. no. Calkino. 
Blank, 3rds or 5ths, 25 pt.! 6050M. 6250M. 6150M 6450M. 
Grey Pressboard i 
Alphabetic 
25 divisions 60525M 62525M 61525M. 64525M 
AO subdivisions 60540M 62540M 61540M 64540M 
60 60560M 62560M 61560M 64560M 
80 i | 60580M 62580M 61580M 64580M 
125 s 605125M. 625125M. 615125M. 645125M 
160 a 605160M. 625160M 615160M 645160M 
250 oe | 605250M. } 625250M. | 615250M 645250M 
320 a | 605320M 625320M 615320M 645320M. 
500 ss | 605500M | 625500M | 615500M 645500M 
790 s 605750M 625750M 615750M 645750M. 
1000 ae | 6051000M. 6251000M 6151000M 6451000M 
Larger divisions to order | 
Months (Jan.-Dec.) | 60512M. 62512M. 61512M 
Days of month (1-31) | 60531M 62531M 61531M ees 
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VERTICAL FILING 


Pressboard stock — heavy weight gray 


Correspondence size! 


Legal size Bill size Check size 
Description 10” high, 1154” wide | 1014” high, 1475” wide 8” high, 93;” wide 48."high, 91346” wide 
Cat. no. Cat. no. Cat. no. Cat. no. 
Blank, 3rds or 5ths 6050 6250 61505 
A-Z, 25 divisions, celluloided 60525 62525 61525 
60 - 60560 62560t 
125 “ : é 605125 625125¢ 
160 3 605160f 625160} 
250 = 605250f 625250t 
320 < 605320t 625320t 
500 ee 605500 625500 
Months (Jan.—Dec.) 60512 62512 64512 
Days of month (1-31) 60531 62531 64531 
Standard Manila stock 
a anes Correspondence) Legal Bill Check Document 
roe size size size size size 
Description 10” h., 1134" w. 1044” h,, 1475” w. 8" h., 9347 we 4337 h., 91846" w. | 1033"h., 485" w. 
Cat. no. Cat. no. | Cat. no. Cat. no. Cat. no. 
Blank, 3rds or 5ths ° 2 6 6010 6210 6110 64105 6510$ 
Numbered by 20’s, Sths collated 6012 6212 6112 6512 
A-Z, 25 divisions, plain 60125 62125 61125 
60 i o 6 ° 60160 621607 - 
125 “ 601125 621125t § 6510 guides are for vertical doc 
° ‘ ‘ ument file 8510. If guides for horizon- 
Months (Jan.—Dec.) 60112 5 tal document units, 9256, are wanted, 
Days of month (1-31) . 60131 62131¢ 61131 add “H” to Cat. no. 


Rand visible name guides and folders 


Correspondence Size 


Legal Size 


Grey pressboard guides, 3rds 60513 

Ge erecard guides, 5ths 60515 62515 
Grey pressboard folders, 3rds 50513 . 
Grey pressboard folders, Sths 50515 52515 
Buff jute folders, 3rds 50913 Eas 


50915 


Buff jute folders, Sths 


VERTICAL FILING 


Substitution cards 


For use where a letter is removed from a folder. 


Cat. no. : + : 
30-5901 Salmon, 9¢in, high (inc. tab), 5}3 in. wide, 

ruled and printed one side ’ : 
30-5904 Salmon, with discs forattaching 30-5901 requi- 


sition form 


Cat. no. 6047 Cat. no. 6057 


Charge or out guides 
Correspondence size 


Cat. no. + 
6047 Salmon card guide stock, printed both er, a 
sides ; Pils esc r. eee 

6057 Gray pressboard, with metal holder for file Se ae 

requisition card. “Out” tab inset cell’d Cat. no. 30-5901 
Legal size L. B. Automatic Index sorter guides 

6247 Salmon card guide stock, printed both sides ‘7 

6257 Gray pressboard, with metal holder for Correspondence size 
requisition card. “Out” tab inset cell’d Made of extra heavy weight gray- pressboard, fifth 

Requisition slip for out-guide cut tabs assorted. Armorclad tabs, 

30-5900 As shown in 6057 guide, for recording A-Z divs. Cais Power 
correspondence taken out, salmon, printed 20 ' 06061. 20 “90 
one side = 

30-5900.1 Used with 30-5904 substitution card 40 06061-40 40 
= ee 60 06061 -—60 60 

80 06061 -80 80 

100 06061-100 150 

125 06061-125 62 

160 06061-160 80 

250 06061-250 125 

320 06061-320 160 


T Sorter guides for 100 divisions and over have but" 
one guide for every two primary divisions. 


: y Pens 


Cat. no. 06061-20 
Cross reference forms 


Cat. no. 

30-5902 Correspondence size, buff bond sheet 

30-5903 Correspondence size, manila folder stock 
with reinforced individual tab 


Gummed label strips 
| For pasting on individual folder 
tabs. Ten labels in each strip. Per- 
forated for tearing. = 5 
| Cat.no,__ Color band labels ndware CO mn 55. 
1819 Manila, blue, crimson, salmon, 
fawn, green, purple, cherry 
In cartons of zt Wee 
In envelopes of 250 labels Ca \s 
Solid color band labels tote SU 
1319.3 Buff, green, blue, salmon, 
cherry, crimson 
In cartons of 1000 labels = 
In envelopes of 250 labels Cat. no. 30-5902 
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33 Abtott Detroit eter Co 


23° Agricultural Export Asan 


f 
23 Alexanter & Tastern Railway 


Dia <Actore sued of scorien 


a el 


Cat. no. 1819 


VERTICAL FILING 


Vertical filing accessories 


Cat. no. 7691 


Correspondence sorting trays 

Cat. no. 
691 For sorting correspondence preparatory to filing. 
Papers are thus kept in accessible form until filing 


isdone. Tray may be used on desk or table or 
on leg base 

Outside dimensions: 75s in. high, 12% in. wide, 
1944 in. deep 

Leg base for above (Cat. no. 7691B), 238s in. 
high 


Cat. no. 7219 


File stool 


For filing in the two bottom drawers of 
standard vertical units file operators find the 
steel file stool a great convenience. This stool 
is 14 in. high, mounted on bronze bearing 
fibre rollers. It can be moved easily from one 
place to another. (Cat. no. 7219) 


Flexi-File 


Flexi-File pockets are suspended on a steel 
frame placed within a file drawer. It elimi- 
nates the follower block, conserving time and 
space and saving wear on guides and folders. 
It may be added to any L. B. filing cabinet. 


Cat. no. 1285 


Desk letter trays 


Made of selected quartered oak or mahogany, 
with dovetailed corners and felt-covered bottom. 
Large enough to conveniently take the various 
size papers ordinarily handled over a desk 
Outside dimensions: 346 in. high, 105s in. wide, 
14% in. deep 


Desk letter tray uprights 
Desk trays may be stacked one above the 
other by using a set of four metal uprights, 
Cat. no. 1285B. ; 
This arrangement gives a desk tray of two 
or more compartments which takes only desk 
space required for a single tray. 


Cat. no. 
1285 
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VERTICAL FILING 


The L. B. Aristocrat 


Letter size 


Cat. no. 8050 — Four-Drawer Letter Unit for corre- 
spondence, quotations, catalogs, documents, odd-sized in- 
voices and papers not exceeding 944 x 117¢ inches. 


Why the Aristocrat leads 


The Aristocrat’s carrying strength 


Six heavy steel channel uprights bear the 
weight of loaded drawers. So sturdy is this 
type of construction that Aristocrats may be 
stacked one above another with every guaranty 
of safety. Welded cross rails prevent all side 
sway. Corners and joints are fused by welding 
into a rigid frame of steel. No bolts, nuts or 
screws enter into the manufacture of an Aris- 
tocrat. 


Channeled drawer construction 


The drawer body is built of a single sheet of 
steel, formed with reinforcing channels length- 
wise of the drawer. The weight of a heavy 
adult cannot disturb the fixed alignment of the 
doubly strengthened drawer head. A drawer, 
so constructed, resists all tendencies to bend or 
warp throughout the years of its daily use. 


“The Choice 
of American 
Business” 


All “Aristocrats” are 
51 inches high and 254 
inches deep. Available in 
Olive Green and Mahog- 
any finishes. 


Legal size 


Cat. no. 8250 — Four-Drawer Legal-Cap Unit for legal 
papers, catalogs, blue prints, photographs, and papers not 
exceeding 914 x 151g inches. 


The sturdy progressive slide 


_ The Aristocrat’s drawer slides, a filing cab- 
inet’s most important working parts, are de- 
signed to endure a business lifetime. They 
ably support a loaded drawer pulled out to its 
fullest extent. Five rollers assure the greatest 
ease of operation, regardless of the weight 
they are asked to carry. 


Automatic drawer catch 


The drawer catch automatically latches when 
a drawer is closed, preventing rebound and dust 
accumulation within the files. The latch is re- 
leased by the act of grasping the handle. 


A complete line of Aristocrats 


There is an Aristocrat for every filing pur- 
pose. Sizes include cabinets for correspond- 
ence, legal papers, bills, documents, checks, 
index cards and cupboard storage. Counter 
height Aristocrats bring filing and working 
space within the same floor area. 
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= VERTICAL FILING 


Safe-File 


Protection 


The Safe-File is not “ justa 
file.” As its name implies, 
it Is a new and distinctive 
product —a safe in supply- 
ing much needed protection 
for its contents plus a file in 
convenience and economy. 
The Safe-File is insulated 
upon the known and proven 
Safe-Cabinet monolithicprin- 
ciple. The insulation ismesh- 
reinforced throughout. 


drawer heights. 


I Safe- Cabinet insulated: 
|| wesh reenforced walls 


How Safe-File protection is proven 


Safe-File protection is certified upon the 
same high standards as are employed in test- 
ing the Safe-Cabinet. 


Permanency test 


The insulation of the Safe-File is tested with 
scientific apparatus, according to standard 
Safe-Cabinet practice, to determine that it con- 
tains less than 1% of “free,” or evaporable-at- 
normal-temperature, moisture. Such moisture 
in greater quantity tends toward the rusting 
of metal parts or molding of contents, and 
ultimately dries out and lessens the fire resist- 
ance of the insulation. 


Heat test 


The Safe-File with drawers filled with folders 
and papers is placed in the Safe-Cabinet lab- 
oratory testing furnace for one hour. Flames 
swirl all around its four sides, top and bottom. 


The Safe-File, made in letter and 
legal sizes—two, three, and four 


Safe-File bulkhead con- 
struction makes each drawer 
opening a separate safe; sep- 
arated from adjoining open- 
ings by mesh-reinforced 
horizontal bulkheads of in- 
sulation, which are part of 
the monolith. 

An automatic locking de- 
vice, protected within the 
case, prevents the drawers 
from sliding open due to an 
uneven floor; nor will they 
open as the result of falling 
during a fire. 


Each Drawer opening 
a separate safe 


The heat rises precipitately to 1500° in fifteen 
minutes and reaches 1800° by the end of the 
one-hour test period. When the furnace is 
opened, the Safe-File is white-hot, the brass 
handles are melted, but the papers in the Safe- 
File drawers are unharmed, ready for use, as 
white and clean as an hour before. 


Impact test 


Another Safe-File is put into the furnace at 
standard heat for half an hour, then removed 
and immediately dropped ten feet to a solid 
concrete base. It is returned at once to the 
hot furnace for another thirty minutes — and 
its contents must again be perfectly protected. 


Other protection tests 


A fire hose stream under heavy pressure, 
dense black smoke, a room filled with an ex- 
tremely penetrating dust, all test_and prove 
the unusual protection the Safe-File affords 
against these damaging elements. 
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Analysis and Indexing Service 
Automatic Index, L. B. 
Correspondence filing . 
Credit filing 
Invoice filing 
Order filing . 
Bill filing, see Invoice aia 
Blue-print file “ 
Cabinets, vertical . 


Card index to credit information 
to Numeric file 

Card tickler . 5 

Centralization of ites 

Charge guides, see Out-guides 

Charge methods 

Classes of matter . 

Correspondence or itakiese Paine, 

Automatic Index . 

Direct Alphabetic 

Follow-up 

Geographic . 

Numeric . 

Subject 

Transfer . 
Counter-hight units 
Credit information filing . 

Automatic Index . 

Direct Alphabetic 

Geographic . 

Numeric . . 
Cross reference petnods 0 
Cross reference forms 
Decimal index 


Desk letter trays 
Direct Alphabetic index 
Correspondence filing . 
Credit filing 
Invoice filing 
Order filing . 
Subject filing 
Duplex numeric index 
File stool” . 
Filing cabinets . 
Flexi-File . 59 aoe eee 
INGE A ee we oe oo oe eey 
Follow-up systems 
Geographic index 
Correspondence filing . 


Index 
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9-31 
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. 14-17 

. 38-41 

- 24-27 

- 18-23 


31 
59 
60 
co BS) 
19, 54-55 
. 38-41 


. 24-27 
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Geographic index, continued 
Credit filing 49 
Order filing . 53 
Guides, charge or out- . 58 
sorter . : 58 
special dbectieaiion 13 
vertical filing 56+ 57 
Index, visible index . 21 
Indexing service 7 
Insurance files . 26 
Introduction . ~ 5 
Invoice filing . : 50-51 
Automatic Index . 51 
Direct Alphabetic 50 
Numeric . 51 
Labels, gummed ches P 13, 58 
Letter filing, see Corerronience 9-13 
Methods of filing 8 
Numeric index 
Correspondence filing . 18-23 
Credit filing 48 
Invoice filing 51 
Order filing . 53 
Subject filing o Ge tall 
Order filing f . 52-53 
Automatic Index . 93 
Direct Alphabetic 53 
Geographic . pi 53 
Numeric . e 52- 53 
Out-guides . 36-37, 58 
Purchase requisition ainen - 52-53 
Requisition slips . 36-37, 58 
Safe-Files . o 6 Gl 
Sales order filing . 52-53 
Stool, file . P 59 
Subject filing . : 28-31 
Decimal index . 5 31 
Direct Alphabetic index 29 
Duplex numeric index . 31 
Subject index . 29 
Substitution cards . 37, 58 
Table of contents . 3 
Town and county guides 27 
Transfer cases 45 
Transfer methods . 43-44 
Trays 5 . 59 
Vertical filing paides antl folderal 54-58 
Vertical units, steel 60 


The ORGANIZATION 
Behind RAND KARDEX SERVICE 


4 OW VAST 


Organization 
dedicated to 


Modern 
Business 


Plants at 


Brook.yn, N. Y, 
Ittion, N. Y. 
Tonawanpa, 


=| N. Tonawanpa, 
Cnicaco, It. 


Marierra, Onto 
Benton Harpo, 


| Hotyoxe, Mass. 
ParkERsBuro, 


ATLANTA, Ga. 
Danvitte, Onto 


San Francisco, 
Cat. 
Lonpon, ENGLAND 
| SAARBRUCKEN, 
Germany 
Nracara Fa ts, 


World’s Largest 

makers of Office 

Appliances and 
Systems 


Camprincg, Mass, 


N. Y. 
NEG, 


Micn. 
W. Va. 


Kansas Crry, Mo. 


Ontario ff 


"THESE Pages picture the material re- 

sources of Rand Kardex Bureau. Brought 
together, the plants of Rand Kardex, Library 
Bureau, Safe-Cabinet and Baker-Vawter 
would form an important city. Yet the acres 
of floor space, the most modern equipment 
and thousands of trained workers are but 
part of the strength of this organization — 
the part that builds upon the resources of 
ideas which are its first and greatest reason 
for being. 


HAVE A TALK WITH THE LIBRARY BUREAU MAN 


The sensible way to start any new filing 
system is to have a talk with the Library 
Bureau man. This is just as true whether 
the contemplated file is a small one, a large 
one or a comprehensive plan for centralized 
control. 


When you put in a call for the Library 
Bureau man, do not think that you are send- 
ing for a salesman who will utilize the open- 
ing to apply high pressure selling methods 
and push you into an order for some ready- 
made plan. That is not the Library Bureau 
idea and the Library Bureau man does not 
work that way. 


The Library Bureau man, because of train- 
ing and definite instructions, will come to 
you in a sincere spirit of helpfulness. His 
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primary thought will be to make a study of 
your individual filing problems. You will 
find him an authority who serves in a con- 
sulting capacity. 

After the Library Bureau man has sur- 
veyed your requirements, he will place a set 
of recommendations in your hands. His 
suggestions will be based on the successful 
methods used by other concerns but devised 
to meet your specific conditions. He will 
do all this for you without placing you under 
the slightest obligation, either expressed or 
implied. 

When such expert consultation is avail- 
able merely for the asking, why not let the 
Library Bureau man know that an open door 
awaits him at your office? 
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2. Filing Systems 
Alphabetic 
Geographic 
Numeric 
Automatic 
Soundex 


4. Loose Leaf Systems 
Accounting Methods 
Manifold Systems 
Order Procedure 
Price Books 
Machine Posting 


The 
Six big 
divisions 
of 
Rand 
Kardex 


Service 
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So: Record 


Protection 
Safe-Cabinets 
Safe-Desks 
Safe-Files 

Vault Doors 

Vault Interiors 


. Special Service 


Analysis Service 
Indexing Service 
Statistical Service 
Vocational Specialists 


Schools of Filing 
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6. Equipment and Supplies 
Cards and Indexes 
Vertical File Supplies 
Filing Cabinets 
Library Furniture 
Loose Leaf Binders 


LTC 


ETI 


ut 


Library Bureau 


Card and filing = Filing cabinets 
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